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 Introduction 

 Students 
› Adding/Inactivating 

› Services 

 Staff 
› Adding 

› Services 

 Parents 
› Adding/Assigning 

› Services 

 Reports 
› Total Days 

› Gender 

› Grade Level 

› Race/Ethnicity 



 On “Home Page” 

click “New Student” 
Click here!! 



 Required 
Information: 

› First Name 

› Last Name 

› EDUID 

› School 

› Gender 

› DOB 

› Race/Ethnicity 

› Grade 

› Start Date 





 On “Home Screen” 

click the little blue 

arrow on the left side 

of student name. 

 

 Click on the bottom 

“Edit” button. 

Click Here! 



 Click the “Edit” 

button next to the 

correct year. 

Click Here! 



 Enter in the “End 
Date” 

 

 Important notes: 

› Once student is 
“inactive” he/she 
no longer appears 
on any active lists. 

› End Reason is not 
required at this 
current time. 



 Service Category 

› Before/After School 
 Unless you are a Kinder-

program  

 (Pre-K/Kindergarten) 

 Service Name 

› “Attendance” 

 Hours 

› “1” 

 Date 

 Unassigned/Assigned 

 Save 



 On your “Home Page” under 

“Instructor/Staff” click 

“Add/View/Instructors/Staff” 

Click here!! 



 Required 

Information: 

› Instructor/ID 

 Make One Up 

› First Name 

› Last Name 

› School 

› Start Date 



 On your “Home Page” under 

“Instructor/Staff” click 

“Instructor/Staff Services” 

 

 This is how we will verify the 

State Social-Emotional  

 Wellness Objective 

Click here!! 



 Service Category 

› “Staff Development” 

 Service Name 

› What was the focus? 

 Hours 

› How long was it? 

 Date 

› When was it? 

 Unassigned/Assigned 

 Save 



 On “Home Screen” 

click the little blue 

arrow on the left side 

of student name. 

 

 Click on the bottom 

“Parents” tab. 

Click Here! 



 Click “New Parent” 

to add new parent 

 

 Click “Edit” to assign 

existing parent 



 Required Fields: 

› First Name 

› Last Name 



 Click “Assign” 

 

 Find the Parent 

 

 Click “Assign” 



 On your “Home Page” under 

“Parents” click “Parent 

Services” 

 

 This is how we will verify the 

State Family/Parental 

Involvement 

Click here!! 



 Service Category 

› “Parent Education” 

 Service Title 

› What is the class? 

› Classes only 

 Hours 

› How many hours? 

 Date 

› When was it? 

 Unassigned/Assigned 

 Save 



 “Total Days Report” 

 

 On your “Home 

Page” under 

“Reports & Analyses” 
click “New Student 

Report” 



 Fill in drop downs 

› Grantee 

› Round 

› Center 

 Student Status 

› All 

 Reports 

› Service Detail Reports 

 Report Type: Total Days 



 Service Category 

› Before/After School 

› Pre-K/Kindergarten 

 Service Dates 

› From: 9/1/2015 

› To: 01/31/2015 

 Report 



 Fill in drop downs 

› Grantee 

› Round 

› Center 

 Student Status 

› All 

 Student Summary Report 

 Report Type: 

› Gender 

› Grade Level 

› Race/Ethnicity 

 





 Race/Ethnicity 

Hispanic/Latino: 51 

American Indian: 6 

Asian: 1 

Native Hawaiian: 1 

White: Whatever is left to make 130 (59) 




